Department of Community Supervision

RE-ENTRY PARTNERSHIP HOUSING PROGRAM

Application Guidelines

Re-Entry Partnership Housing (RPH) is a means to provide housing to convicted felons who
remain in prison after the Parole Board has authorized their release due solely to having no
residential options. RPH will also provide housing to returning citizens released to their counties
of conviction without a valid residence plan and unable to obtain other housing. Re-entry
housing partners must provide (directly or through written agreement with third parties) released
offenders stable housing and food (room and board). The goal of the RPH program is to
provide short term financial assistance to help stabilize an individual’s re-entry process to
enhance his or her ability to remain crime free.

Participating housing providers (“Grantee”) will be compensated at a rate of $600 per month for
up to three (3) months, a total of $1,800. In return the housing provider shall provide room and
board without charge to the returning citizen for this period.

Grantees will be certified at the discretion of the Re-Entry Partnership Housing staff of
Department of Community Supervision (DCS). While representatives of the Re-Entry
Partnership Housing Program routinely inspect or visit the housing units approved for returning
citizen placement, it is strictly for placement of returning citizens in the RPH program and not to
endorse or reject any facility for any other purpose.

All eligible participating returning citizens will have a current parole review summary prior to
release and will be under the supervision of a Community Supervision Officer who will work
with the grantee to assist with the returning citizen’s successful reentry to the community and to
ensure that the individual complies with his or her Conditions of Parole or Probation. Approved
participating returning citizens have also had appropriate programs available to them during their
incarceration period.

For additional information, please contact:

Tammy Herring Stuart Holt

Department of Community Supervision Department of Community Supervision
2 Martin Luther King Jr. Dr. SE, 2 Martin Luther King Jr. Dr. SE,
Atlanta, Georgia 30334-4909 Atlanta, Georgia 30334-4909
Tammy.Herring@dcs.ga.gov Stuart. Holt@dcs.ga.gov

706-466-4776 404-520-4102
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Department of Community Supervision

This program involves a unique collaboration by several different agencies. First, funding for this
program is made available via State Criminal Alien Assistance Program (SCAAP) funds
supplied by the Department of Community Supervision. The State Housing Trust Fund for the
homeless (HTF) is the administrative agent for this program. The HTF is administered by the
Georgia Department of Community Affairs (DCA).
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Applicant / Grantee Specifications

1. Purpose — Goal of Program

The purpose of this program is to provide short term financial assistance to help stabilize the
returning citizen’s re-entry process upon exit from prison. The goal of the program is to
enhance his or her ability to remain crime free.

2. Applicant/Grantee Personnel

Minimum standards for staff in the Re-Entry Partnership Housing programs are the ability to
successfully perform duties and responsibilities of the position, sensitivity to those with substance
abuse and mental health disorders, and strong moral character.

Grantees considered for funding should be able to demonstrate experience in providing housing
and related supportive services to special needs populations. This requirement may be waived
at the discretion of the Department of Community Supervision if it is determined that there are
an insufficient number of applicants that meet this requirement in the proposed jurisdiction and
they meet the local government requirements.

3. Returning citizen Placement

Grantees shall only admit and retain returning citizens based upon written authorization from the
Department of Community Supervision. Grantees participating in this program must accept
referrals. Returning citizens will be placed upon known needs. DCS does not guarantee any
number of placements to any housing provider.

Residences under the Re-Entry Partnership Housing may not mandate treatment or counseling
programs for this population. Returning citizen participation is voluntary unless required by the
Department of Community Supervision.

Religious studies may comprise a portion of the curriculum. Residences may not mandate
religious studies. Returning citizen participation in religious activities must be voluntary.

Revised June 2015



Department of Community Supervision

4. Housing Policies

In-house rules and regulations relative to the health and safety of the residents and staff shall be
in written form and prominently displayed. Each resident shall be given (and sign for) a copy
upon admission. Termination and re-admission policies shall be included in this policy and
explained to each resident at time of admission. Each re-admission must be considered on a
case-by-case basis.

This policy must include a written statement of the returning citizen’s rights which include but are
not limited to the following:

a. An explanation of the compensation provided by RPH relative to the cost of room and
board;

b. Expectations following the short-term RPH assistance;

c. An explanation of what the RPH funds do and do not cover;

d. General human rights, such as the right to receive services, respecting dignity and
protecting health and safety;

e. General human rights that allow residents to converse privately, have reasonable access
to the telephone and send or receive mail;

f.  Other such generally understood rights should be clearly stated.

Grantees must maintain certain client information for reporting. This includes information on —

a. Employment and employment history;

b. Housing by location and housing history; and

c. Returning citizen responsibility for housing and housing costs beyond the first ninety (90)
days.

RPH staff will make the final determination as to the appropriateness and rehabilitative capacity
of any programmatic component. At all times, the health, safety, mental, and physical
well-being of the returning citizens shall be the determining factors.

5. Property — Local Government Acknowledgement

The RPH residence shall meet all local requirements promulgated by the State Housing Code;
fire and building departments; zoning authorities; city or county ordinances; state departments of
public health; welfare and licensure requirements, as applicable; and federal regulations to insure
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the health and safety of its residents and staff population. The physical structure shall be
maintained as much as a homelike atmosphere as possible within the confines of such an
understanding.

Applicant shall obtain a letter or letters from the local government where properties are located.
The letter(s) must include:

a. Statement that the local government is knowledgeable of the applicant’s request to
participate in this program;

Where the properties are located;

Current zoning of the property;

Whether or not the use of the property is consistent with local zoning requirements;
That the local government will work with the applicant to ensure that local
requirements are met.

P ap o

Non-profit organizations must be registered with the Secretary of State’s office.

6. Conflicts of Interests

Directors, owners, employees and those involved in proprietary positions regarding halfway
houses and other residences shall make every effort to avoid real or even the appearance of a
conflict of interest. (These include, but are not limited to, business associates, domestic
partners, family members, corporations, shareholders in addition to those named above). An
appearance of conflict of interest exists when a reasonable person would conclude from the
circumstances that the director, owner or other involved individual is compromised by personal
interests. An appearance of a conflict of interest could exist even in the absence of a true
conflict of interest. Should such a conflict of interest exist, removal from the program or other
actions may occur depending upon circumstances. The Department of Community
Supervision will not contract with any current state employee or their immediate family
member or organizations that have a private business relationship with state
employees and/or their immediate family members.

7. Ownership Verification
Grantees must own or lease property provided for housing and grantees will be subject to

verification of ownership or lease of property.
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8. Grantee Employee/Agent Background Checks

Grantees must consent to have NCIC/GCIC background checks completed and must
successfully pass the background investigation. It is the responsibility of the Grantee to conduct
and ensure that all of his/her employees pass a criminal background check.

The following standards are set for approval of NCIC/GCIC background checks:

a. No convictions within the past three years (felonies, drug-related/violent misdemeanors
or DUL

b. Not currently under DCS supervision.

c. No convictions for sexual offenses.

d. Applicants with convictions for previous Board designated violent offenses must have
completed all sentences for a period of seven years prior to the date of the record
check. These offenses include: Aggravated Assault, Residential Burglary, Cruelty to
Children, Homicide by Vehicle while DUI or Habitual Violator, Involuntary
Manslaughter, Robbery, Aggravated Assault on a Police Officer-with injury or use of a
firearm, Aggravated Battery on a Police Officer, Kidnapping-no ransom, no
injury(when not classified as a sex offense), Voluntary Manslaughter, Armed Robbery,
Kidnapping-for ransom, or with injury(when not classified as a sex offense), RICO
Act, and Hijacking Motor Vehicle.

e. Curent arrests for felonies and violent misdemeanors without dispositions will be placed
in pending status until disposition of the arrest.

9. Returning citizen Work-Related Criteria

Returning citizens may not be required to work as payment for housing during the
period that the Grantee receives a housing subsidy. Once the subsidy has ceased, the
following work requirements may become applicable:

a. Retuming citizen(s) working off-site: If returning citizens are working at contracted
jobs (a contract between an employer and the facility where the returning citizen is
housed), they must be guaranteed either a check or money order. At no time shall
returning citizen/resident be required to perform contractual employment without
receiving at least minimum wage compensation and/or without allowing the returning
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citizen/resident an option to transfer to another employment location where minimum
wage compensation is paid. (See “Peonage” definition below). Stipends for personal
items may or may not be debited according to program rules. Debited monies for other
requested items must also be documented and be in compliance with program rules.
Should a returning citizen leave the program, such monies must be given to the returning
citizen if no further monies are owed to the program, such as pro-rating of earlier debts.
All charges should be listed and monies received properly accounted.

b. Returning citizen(s) working on-site: Returning citizen(s) may be required to work
on-site performing routine chores such as routine maintenance of the facility. This may
include assigned daily chores, such as cooking, cleaning or performing daily labor at the
site in lieu of regular employment. This labor must at no time “improve” the property or
enrich the managerial staff. An example of such restricted labor would be building
additions or other forms of site construction. Returning citizen(s) may or may not
receive funds according to program rules. However, it is strongly recommended that,
should this labor take the place of normal employment, the returning citizen(s) be
compensated for work performed as per (a) above.

c. Returning citizen(s) in trustee positions: Returning citizens who earn the
responsibility of senior resident, house manager, or trustee may not have access to other
returning citizens’ files, be allowed to conduct drug screens, or have authority over
another resident.

*** Definition: “Peonage” is a condition of servitude compelling persons to perform labor in
order to pay off a debt.

10. Client Records - Reporting

A written record of each returning citizen admitted to the residence must be maintained by the
Grantee. These records should minimally include:

Copies or originals of any support group attendance sheets.

Copy of any financial agreements, contracts and fees signed by the resident.

Copy of housing policies that include the returning citizen’s rights, signed by resident.
Employment and employment history;
Housing by location and housing history;

P ap o

Revised June 2015



Department of Community Supervision

f.  Returning citizen responsibility for housing and housing costs beyond the first 90 days;
and
g. Any other records relating to the returning citizen’s stay in the program.

11. Housing (Room and Board)

Contract subsidy includes the provision for both room and board. The fee coverage period
begins on the date of entry. The returning citizen cannot be charged for room and board costs
paid through this program. Program policy on room and board must be disclosed to each
returning citizen. If terms vary from returning citizen to returning citizen, this information must be
specifically disclosed to the returning citizen (see section 4). Room and board paid through this
program must be documented in writing to each individual returning citizen.

a. Each returning citizen shall be provided two meals per day or a meal expense allotment
at the rate of $50 per week. If a meal expense allotment is given, a receipt must be
provided to and signed by the returning citizen. Copies of these receipts must be
maintained in the returning citizen’s records.

b. Returning citizens may receive food stamps while residents of RPH programs. In such
cases, Grantees still must provide food as explained in (a) above. Grantees shall not
require returning citizens to submit their food stamps for use by the program.

c. Each returning citizen shall be provided his/her own personal space and furnishings for
storage of clothing and personal belongings. This includes, but is not limited to,
dresser-type storage and a closet or other hanging space for clothing.

d. Each returning citizen shall be provided with his/her own personal bed, mattress and
pillow. Clean sheets, pillowcases, and blankets or bed coverings shall be provided and
sheets and pillowcases shall be changed or cleaned in a routine manner as set by the
residence.

e. Bedrooms shall be provided with outside ventilation by means of windows, air
conditioners or mechanical ventilation. All rooms that have windows that can be
opened shall have window insert screens and both windows and screens must be in
good repair. Each room must have a working smoke / Carbon Monoxide detectors.

f.  Sleeping areas shall contain not less than 60 square feet of usable floor space per
resident in multiple use bedrooms and not less than 80 square feet of usable space in
single bedrooms; or, according to county codes if they are more stringent.

g. There shall be at least one lavatory {water basin (with hot and cold water) and toilet}
for every three (3) residents; or, according to local city and county codes if more
stringent. All lavatories shall be properly ventilated.
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h. There shall be at least one shower or bathtub with hot and cold water for every six (6)
residents; or, according to local city and county codes if more stringent.

i. There shall be a separate furnished dining area for serving meals; or according to local
city and county codes if more stringent.

j.  There shall be a separate furnished area for such recreational/leisure activities as sitting,
reading, watching television (if appropriate) in each residence with enough space to fit a
minimum of Y4 of the occupants comfortably; or, according to county codes if more
stringent.

k. All premises, grounds, space and facilities shall be kept clean and free from hazards to
health and safety from litter.

. The program premises shall be maintained at a temperature of 65 degrees Fahrenheit to
82 degrees Fahrenheit, depending upon the season of the year. Adequate means to
obtain and keep these temperatures shall be in place.

m. Ifrequired by the local county board of health, a residential program shall obtain a valid
food service permit from the local county board of health and be subject to all city and
county ordinances which would include items pertaining to storage, preparation and
service.

n. Provisions should be made to address the need for smoking and non-smoking areas as
well as visitation areas, when applicable.

0. Returning citizens must have access to the residence via a key or resident manager at all
times.

12. Mental Health

Consideration for placement in partnership housing will be made on a case by case basis,
dependent upon the mental health level and necessary treatment requirements. If the mental
health diagnosis is primary and the level and/or medical needs mandate placement within a
licensed facility, the returning citizen will not be placed in Re-Entry Partnership Housing.
13. Sex Offenders

Sex offenders and Sexual Violent Offenders will not be admitted to this program.

14. Electronic Monitoring

Assignment to electronic monitoring upon release offers a structured environment which will
assist the returning citizen in making a successful transition to the community. Placement on
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electronic monitoring requires the returning citizen to schedule his or her daily activities, thus
permitting them to work and attend necessary treatment, while requiring them to maintain a
curfew. Resident managers must comply with the following:

a. Residence must have an operational telephone with jack and be willing to keep it
activated.

b. Resident managers must agree to cooperate with the electronic monitoring regulations
by limiting telephone use and removing or delaying the connection of additional
telephone features such as call waiting or call forwarding. Long distance feature is
required.

c. Reports of changes in conduct or violations must be reported to the DCS officer
immediately.

15. Communications

a. All Grantees must be willing to allow DCS officers entry to the residence or other
designated facility office and allow returning citizens to attend required meetings at
Parole offices.

b. All Grantees should endeavor to report returning citizen progress at least once monthly.
Situations that could or are leading to possible termination should be reported
immediately.

c. All Grantees must cooperate with DCS personnel in regard to special requests for site
visits for evaluation purposes to ensure compliance with DCS approved standards.

d. All Grantees must notify DCS officers of delinquent behavior by the returning citizens.

e. All Grantees must notify DCS officers if a returning citizen breaks curfew within the next
business day.

. All Grantees must notify DCS officers if a returning citizen absconds from the residence
or is terminated within the next business day.

16. Contracting With Religious Organizations

Faith-based and religious organizations may not discriminate against a program beneficiary or
prospective program beneficiary on the basis of religion or religious belief.
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Organizations that are religious or faith-based are eligible on the same basis as any other
non-profit organization to participate in the RPH Program. However, these organizations may
not engage in inherently religious activities, such as worship, religious instruction or
proselytization as a part of programs or services funded under any part of a required program.
If an organization conducts such activities, the activities must be offered separately in time or
location from other programs or services. Participation in religious activities must be voluntary
for clients.

Faith-based or religious organizations will retain their independence from Federal, State and
local governments, and may carry out their missions, including the definition, practice and
expression of religious beliefs, provided that no RPH funds are used to support any inherently
religious activities, such as worship, instruction or proselytization. Organizations may use space
in their facilities to provide services without removing religious art, icons, scriptures or other
religious symbols. Organizations may also retain authority over internal governance, including
terms in organization name, selection of board members on a religious basis, and religious
references in mission statements and other governing documents.

While all programs, unless they are voluntary, must be provided in a manner that is free from
religious influences, it should be noted that the Georgia Constitution allows the State Housing
Trust Fund for the Homeless to expend funds “... for programs of purely public charity for the
homeless, including programs involving the participation of churches and religious institutions ...”.

17. Eligible Applicants / Award Factors

Any legal entity (individual, for profit, non-profit, government or quasi-government) is eligible to
apply.

According to the State law, “non-profit organization” means any corporation, trust, association,
cooperative, or other organization that is operated primarily for scientific, educational, service,
charitable, or similar purposes in the public interest; is not organized primarily for profit; and
uses its net proceeds to maintain, improve, or expand its operations. The term “non-profit
organization” includes non-profit institutions of higher education and hospitals.

Under State law, DCA must collect and evaluate organizational and financial information from
non-profit organizations in order to establish the capacity of the non-profit organization prior to
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making an award, and to report funding amounts to the State Department of Audits and the
Georgia Secretary of State.

Consequently, funding decisions for all agencies/individuals (including non-profits) shall also be
based, in part, upon the following factors:

a. Organizational development and capacity;

b. The extent to which the organization operates with qualified and experienced staff;

c. The extent to which management provides quality oversight through diversification,
experience, professionalism and professional management;

d. The consistency of the organization’s identity or its mission to the provision of housing
and services to special needs clients;

e. The extent to which the organization utilizes networks to provide a successful mix of
housing and services;

f. Sound operating procedures, accounting policy and controls; and,

g. Organizational and financial policy, stability and capacity.

Acceptance of an organization’s or individual’s qualifications to provide housing will be made at
the discretion of the Department of Community Supervision. Decisions are final and not subject
to appeal.

Other award factors, generally beyond the control of the housing provider, include:

a. Special housing and service needs of the returning citizen related to employment,
education, training, disability status, and/or other factors deemed to be important to
successful placement, as determined by the Department of Community Supervision; and

b. Geographical considerations to include (but not limited to) employment opportunity,
proximity to services and transportation, proximity to (or in some cases distance from)
persons with whom the returning citizen has relationships — personal and/or family.

18. Returning citizen Placement — Room and Board Amounts Authorized and Payment

Once an applicant organization has been approved for participation in this program, placement
of returning citizens and payment will take place as follows:

a. Housing Coordinator reviews inmate in need of placement;
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b. Inmate is interviewed by his/her prison counselor to determine willingness to participate
in RPH;

c. Housing Coordinator initiates release processing;

d. Housing Coordinator notifies Grantee of returning citizen placement in writing;

e. Grantee provides written notice to Housing Coordinator within 48 hours of returning
citizen’s arrival;

f. Following this confirmation, Housing Coordinator issues invoice to the RPH provider
for first month’s rent/board payment of $600;

g. Invoices for second and third month’s room/board are requested by Grantee if the
returning citizen continues to be housed at their facility. All invoices are created and
submitted using the Docusign App.

. Inno event shall room/board assistance exceed $1,800 for any returning citizen;

i. Inthe event that returning citizen does not arrive for placement upon release, RPH/HTF
will issue compensation to the Grantee in the amount of $600;

j- Following placement agreement between Grantee and Housing Coordinator, Grantee
will be paid $300 in the event that inmate’s release is cancelled;

k. HTF shall process payments to Grantee, generally, within ten (10) business days from
receipt of invoice from Housing Coordinator (Grantee does not invoice HTF). This
process shall not exceed thirty (30) business days.

If the returning citizen arrives, but is not housed by the Grantee, the Grantee shall not be
compensated and may, at the discretion of the Department of Community Supervision, be
terminated from the program.

By signing an invoice and returning it to the Housing Coordinator, the Grantee is certifying that
the returning citizen is a current resident of the Grantee’s program. Fraudulent attempts to
obtain funds will result in removal from RPH and possible criminal charges.

19. Grantee Waiver of Liability

The Grantee shall hold the Department of Community Supervision and the State Housing Trust
Fund for the Homeless (including related entities — the Georgia Department of Community
Affairs and the Georgia Housing and Finance Authority) harmless against claims resulting from
any and all actions of returning citizen. The purpose of this program is to provide limited-time
(not to exceed three (3) months) funds for housing (room and board) for the returning citizen. It
shall be the responsibility of the returning citizen to secure housing for the long term. The entities
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named above take no responsibility for placement services or for compensation to housing
providers beyond that which is described herein.

20. Deadlines and Application Briefings

Please mail or deliver applications in person. Applications must be clearly marked “Re-Entry
Partnership Housing Application” to:

Erin Anderson, Housing Coordinator
Department of Community Supervision
2 Martin Luther King Jr. Dr. SE,
Atlanta, Georgia 30334-4909

Applicants must submit an original and two copies. Further contact information for Ms.
Anderson is as follows: Email: erin.anderson@dcs.ga.gov, phone (770) 639-8517.

Applications are solicited by the Department of Community Supervision and/or processed on an
“as needed” basis at the discretion of the Department of Community Supervision.
Compensation to grantees will be made in accordance with Sec. 18.

The Department of Community Supervision, together with its collaborative partners, reserve the
right to accept or reject any or all proposals and to waive informalities in this process.

Application documents may be downloaded at

http://www.dca.state.ga.us/housing/specialneeds/programs/rph.asp.

21. State Financial Reporting/Audit Requirements for Non-profit Agencies

On July 1, 1998 Senate Bill 474 became effective as law (OCGA Title 50, Chapter 20) in
Georgia. This chapter is entitled Relations with Non-profit Contractors. The law states that
“The intent of this chapter is to provide auditing and reporting requirements for non-profit
organizations which provide services and facilities to the state, to ensure the financial
accountability of non-profit contractors, and to develop adequate information concerning
non-profit contractors. The General Assembly finds that the state has a right and a duty to
monitor non-profit organizations which contract with the state to ensure that their activities are in
the public interest and to ensure that public funds are used for proper purposes.”
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According to the State law, “non-profit organization” means any corporation, trust, association,
cooperative, or other organization that is operated primarily for scientific, educational, service,
charitable, or similar purposes in the public interest; is not organized primarily for profit; and
uses its net proceeds to maintain, improve, or expand its operations. The term non-profit
organization includes non-profit institutions of higher education and hospitals. For financial
reporting purposes guidelines issued by the American Institute of Certified Public Accountants
should be followed in determining non-profit status.

As a result and among other requirements, DC A must obtain minimum organizational and
financial information from non-profit organizations in order to establish the viability of the
non-profit organization and to report award and funding amounts to the State Department of
Audits. Inreturn for funds, and among other requirements, non-profit organizations must make
appropriate reports to the state auditor and to each state agency from which it received funds
for each fiscal year within 180 days from the close of the non-profit organization’s fiscal year.
Reporting formats vary based upon the amount of “state funds” received by non-profit
organizations during the organization’s fiscal year. This law also sets forth responsibilities of the
state auditor and covers measures to be taken by state agencies if there are matters of
non-compliance. For further compliance information non-profit applicants are encouraged to
first contact their own internal auditors. Additional information may be obtained from the State
Office of Audits as follows: Georgia Department of Audits, Non-Profit and Local Government
Audits Division, 254 Washington Street, SW, Atlanta, GA 30334-8400. Contacts include Mr.
Edward Blaha; phone (404) 651-5399, Email npo@mail.audits.state.ga.us.

22. Georgia Open Records Act

All records created as a result of the submission of an Application to participate in the Re-Entry
Partnership Housing Program are subject to disclosure under the Georgia Open Records Act
and the applicant expressly consents to such disclosure. The Applicant agrees to hold harmless
the Department of Community Supervision, the Department of Corrections, the Georgia
Housing Trust Fund for the Homeless, the Georgia Housing and Finance Authority and the
Georgia Department of Community Affairs against all losses, costs, damages, expenses, and
liability of any nature or kind (including but not limited to attorney’s fees, litigation and court
costs) directly or indirectly resulting from or arising out of the release of any information
pertaining to the Applicant’s submission of an Application and implementation of any activities
as a result of funding under this program, pursuant to a request under the Georgia Open
Records Act.
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23. Georgia DCA / State HTF Emergency Shelter Grant (ESG) Grantees

The U. S. Department of Housing and Urban Development (as well as DCA and HTF)
definition of “homeless person” does not include “returning citizens.” If your agency is an
existing ESG grantee, you may participate in this program, provided that the beds offered are in
addition to the beds included in your ESG application / contract.

24. HB 87 — Illegal Immigration Reform and Enforcement Act of 2011

House Bill (HB) 87, the "Tllegal Immigration Reform and Enforcement Act of 2011" was signed
into law by Governor Deal on May 13, 2011. For contracts on or after July 1, 2011, HB 87
requires DCA and the Georgia Housing and Finance Authority (GHFA) to only contract with
entities that are registered with the e-verify program and to obtain an affidavit (hereafter called
“Contractor Affidavit) from the entity certifying participation in the e-verify program. Any
subsequent subcontractors (or subcontractors of subcontractors) utilizing DCA or GHFA funds
must also participate in the e-verify program and provide a sworn affidavit (hereafter called
“Subcontractor Affidavit) with the e-verify I.D. number. A copy of O.C.G.A. 13-10-9, (b)
(1), and (b) (3) is attached for reference.

In the event that your organization is selected to participate in the Re-Entry Partnership Housing
Program, a Contractor Affidavit must be completed and executed (by signature) by the Senior
Office Holder that executes (by signature) the Program Participation Agreement (contract). In
addition, any subcontractors utilizing funds under the Agreement must complete the
Subcontractor Affidavit.
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